
ePermit
How to Apply for Permits
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Prior to applying for a permit see handouts: How to Become a Registered User and Naming Submittal 
Documents. To apply for a permit go to the Building Inspections website at    
https://www.scottcountymn.gov/933/Building-Inspections, and follow these simple steps.

Select ePermit Sign In

Select the type of permit to review required submittals and apply
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After reviewing and gathering submittal documents, Select Apply Here

To log in to the ePermit Portal, Select Sign In
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Enter in log in information used to register and select Login.

Select Apply for a Building Permit and follow the steps
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From the drop down list, chose the application type, nature of work, and a brief description of 
the work being completed. If lengthy scope of work, upload scope document.

Select yes or no if the property owner is doing the work, provide property owner Information, 
building use (commercial, residential, Ag), and provide a construction estimate. If these fields 
are not completed - permit intake will be delayed. When complete, select Next Step: Permit 
Type

Important Note: If at any time during the process you need to stop and come back to it later, 
you may select Save this Application for Later. When you log in again to complete the 
application, the partial application can be found by selecting My Items from the Portal Home 
screen. Partial application will only be saved for 8 days.
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Select the appropriate permit types for project, select Next Step: Work Items

Select all work items that apply to the project, select Next Step: Description of Work
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If applicable enter the square footage or quantity for all work items, select Next Step: Location

Begin typing the address. when address populates it must be selected from the dropdown list.

New property address does not exist yet, enter PID and select from the drop down. If this is a 
newly created parcel with no PID, select can�[t find address and fill in the pop up box.

Select Next Step: Contacts



P a g e  7 | 10

The contacts page will appear with the applicant populated, the applicant must be the Property 
Owner, a Minnesota Licensed Contractor, or MN Registered Commercial Contractor. 
Select Next Step: Upload Files

Upload all required files for selected permit type.  The list that populates identifies the required
and optional.

Review: Guidelines for Electronically Submitted Documents in this step before you begin the 
upload process.  Click the item ? item for more information.

If the documents are not named in the required format save your application and rename your 
files before you upload them.

Important: Permit applications with incomplete or missing submittal items will be delayed.
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To upload, select Browse at each of the submittals.
Once all required documents are attached, select Next Step: Review and Submit
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Review the permit application and verify everything looks correct.

Answer the Property Owner Waiver question.  If your answer is � N̂o�_, it will cancel the permit 
process and all previously submitted information will be lost.

Enter the Captcha information and select Submit Application

Your application has been submitted.  Now what?
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After you have submitted your application it is in a Pending Status until admin staff has 
reviewed and accepted the permit submittals.  This is typically completed within 1 to 2 business
days.  As the portal registered user, permits can be tracked by selecting my items from the top 
of the portal page.

What Else?
�x The applicant will be notified by email within 1-2 days of Incomplete Submittals.
�x If the plan review finds a need for necessary revisions or additional submittal items 

applicant will be able follow along and gather the items the reviewers identify. However, 
upload will not be open until all reviews are complete, and the permit has been Returned 
for Corrections the applicant receives a Permit Review Correction Letter by email.

�x After all reviews are complete the applicant will be notified by email the permit is Waiting 
for Payment, the applicant logs in and selects Pay Fees. After Pay Fees is selected, the 
applicant must proceed with processing the payment to avoid delays. If Pay Fees is selected 
and you cannot or did not follow through with the payment, please contact the us to 
resolve.

�x When fee payment is complete the applicant will receive an email notification the permit is 
issued and ready for download and printing. 

�x Permit documents shall be printed in full design size and in color to be retained on site 
throughout the project duration.

Lastly, enjoy the free time you have after not having to drive in with hard copy paper 
documents on one or more occasions. 




